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               JH                                      ATTENDANCE POLICY 

 

Regular student attendance is a priority of the Springfield Public Schools. 

 

Regular attendance in school and class establishes safe, nurturing, and respectful 

working and learning environments, and improves academic achievement. 

 

Regular school and class attendance is linked to higher graduation rates and lower 

drop-out rates. The academic impact of missing time from school or class is the same 

whether the absence is excused or unexcused. 

 

Students are expected to be in attendance every day of the school year and in 

attendance every class of the school day. 

 

Parents/guardians have a legal responsibility to ensure that their student is in 

attendance each day school is in session. 

 

Parents/guardians have a legal responsibility to notify the school by calling a 

designated telephone number at a designated time to inform the school of the 

absence and the reason, therefore. 

 

Attendance is taken electronically by the classroom teacher every day and in every 

class period for grades 6 through 12. Parents/guardians shall be promptly notified 

regarding their student's unexcused absence from school or class. 

 

The Department of Elementary and Secondary Education (DESE) defines chronic 

absenteeism as students who are absent from school, whether excused or unexcused, 

at least 10% of days enrolled, or 18 days absent, excused or unexcused, during a 

school year.   

 

The Superintendent's designee has the responsibility for School District attendance. 

Pursuant to M.G.L.c76 Sec. 1, the Supervisor of Attendance reports directly to the 

Superintendent's designee. School Attendance Specialists, who report to the 

Attendance Supervisor, will support school principals in addressing regular school 

and class attendance.  
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The School Attendance Specialists will communicate with the Parent/Guardian by 

telephone calls, emails, and text messages, and/or visit the home to support the 

student's regular attendance at school and class. 

 

EXCUSED ABSENCES 

An excused absence occurs when a student is absent for ONLY one of the following 

accepted reasons for absence from school or class AND is able to provide adequate 

parent/guardian written documentation (as defined below) within 3 days of when 

the student returns to school. 

 

• Excused absences are ONLY an absence from school or class for the following 

reason: 

1. Student illness 

 

2.  Medical/dental appointment for the student 

(Parents/guardians are encouraged to schedule 

medical/dental appointments outside of school hours. 

When scheduled during school hours, the student's 

excused absence is only limited to the amount of time for 

the appointment. The student is expected to attend school 

and class before and/or after the appointment.) 

3. Death in the immediate family 

 

4. Observance of a religious holiday 

 

5. Legal matters requiring a student's personal appearance 

 

6. Student whose parent or legal guardian has been called to 

duty for, is on leave from, or immediately returned from 

deployment to a combat zone or combat support posting. 

•  An absence is unexcused if it does not meet one of the above six reasons for 

an excused absence and if the parent/guardian's note does not provide 

adequate written documentation explaining the reason for the absence. 
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ADEQUATE WRITTEN DOCUMENTATION 

Notes from parents/guardians regarding absence will be considered adequate 

written documentation ONLY if the following information is included in the note: 

the date of absence, the reason for the absence, a phone number where a parent or 

guardian can be reached, and the parent or guardian's signature. Should a school 

official become aware that written documentation for any absence(s) has been 

fabricated, the absence(s) will not qualify as "excused" and will not count for the 

purpose of filing an appeal. 

 

After five consecutive days of absence due to illness, the Parent/Guardian, the 

school nurse, and a school administrator shall meet to discuss the student's 

absences and develop an Attendance Action Plan. 

 

When the District identifies a student as chronically absent, the school 

administrator may meet with the parent/guardian to develop an Attendance 

Action Plan. 

 

TARDINESS, DISMISSAL, HALF-DAYS and DELAYED OPENING DAYS 

A student who is not present at the start of school is tardy. A student must attend 

school for at least a half-day to be marked "present.” If a student leaves school 

before half of the academic day, then that student will be marked dismissed and 

credit for attendance for that school day will not be given.  School half-days and 

delayed school opening days are considered required full attendance days. 

 

UNEXCUSED ABSENCES 

Unexcused absences are: 

1. Any student absences that do not meet one of the six excused absence reasons 

listed in the Excused Absence Section AND 

2.  Any absence for which adequate written documentation for one of the six 

excused absences was not provided by parent/guardian within 3 days of the 

absence or failure to provide a doctor's written note for 5 consecutive days of 

absence due to illness or medical condition. 
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ATTENDANCE RECOGNITION PROGRAM 

Elementary: Each elementary school is required to design and implement programs 

to acknowledge a student's efforts to maintain and/or improve his/her attendance. 

 

Secondary: Middle and high schools are required to design and implement programs 

to create incentives and recognition for student attendance. 

 

ATTENDANCE BUYBACK PROGRAM 

Schools may offer students opportunities to buy back time lost due to excused and/or 

unexcused absences. Any student who attends a buyback program must be engaged 

in and complete meaningful academic work that addresses the knowledge and skills 

missed during excused or unexcused absences. Absences will be changed to "excused 

- bought back absence." 

 

ATTENDANCE TRACKING 

Schools must enter daily attendance into the School District's electronic student 

information system by 11:30 AM each school day. 

 

 

 
 

Date Adopted:  June 20, 2024 

 

Last Revision:   January 17, 2019  

 

 

REFERENCES: MGLc. 76 Sec. I; DESE April 2024 “Submitting Attendance Recovery Program 

Data.” 


